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“Program Information” Instructions Begin on Page 43 of this Manual

MEGS is a “work in progress.” Pages/screens are frequently
changing. Please keep this in mind when using this manual.
Thank you.
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Early Childhood & Parenting Programs
new website location

Y ou will need to access this website to obtain important documents that will assist
you in the completion of the application/|mplementation Plan. (i.e., help manual,
income guidelines, due date, | mplementation Manual, etc)

http://www.michigan.gov/mde/0,1607,7-140-5234 6809-
20326--,00.html

or go to www.michigan.gov/mde On theleft click
“Educators,” under “Educators’ click “Early Childhood.”
In the center of the page under “Grants’ click “Michigan
School Readiness Program — State Aid.”

Hint: Savethisweb in your
favorites/bookmark it!




QMEGS What is MEGS?

Michigan Electronic Gront System

The Michigan Electronic Grants System

e Apply for grants online

e Common look and feel for all applications

e Michigan Department of Education review and comment on grants
e Amendments online

e Grant reporting online (coming soon) - FY2003 for MSRP

e Previous grant year information saved and brought forward

e Up-to-date view of the grants

e Automated generation of e-mail



What i1s Needed to Use MEGS?

(Computer/Software Requirements)

An Internet Connection

Web Browser
(IE/Netscape 4.0+)

JavaScript and Session
Cookies Enabled for the Web
Browser

Adobe Acrobat Reader 4.0+
An E-mail Address
A Valid MEIS Account

Mlcrggmd@?

Education

MEGS: Michigan Electronic Grants System

\\"'elcome to MEGS, the Michigan Electronic Grants System. Founded in 2001 by the Michigan Department of Education
(MDE), MEGS helps to expedite and improve the application process by using the power of the Intemet. MEGS' features include:

Please explore the MEGS web site to learn more about this innovative on-line grants systern. I you have any
guestions or comments regarding MEGS, feel free to contact the Michigan Departrment of Education

Allowing you to view and print information about a grant and its current application.

Providing a secure environment for on-line applicants to complete, submit, amend, and track their
applications.

Automatically reviewing applications to reduce the number of initial application errars.

Allowing MDE reviewers to conduct their reviews online and share the results of the review with the
applicant immediately.

¥

Posting allocations as soon as they are detarmined.

Michigan Department of Education
B03 West Allegan Street

Hannah Building

Lansing, MI 48933

B517) 373-3324



Quick Facts About MEGS

e Users must have access to a working Internet connection.
e MEGS can be accessed from multiple machines.

e MEGS itself does not impose any hardware requirements on its
users; however, you do need a computer with enough hard drive
space to install a web browser and Adobe Acrobat Reader.

e MEGS is accessible through a common Web browser.
e MEGS is located at http://meis.mde.state.mi.us/megs/

Internet connection

e A modem (telephone line) will be sufficient.

e DSL or cable modems are faster.

e The faster the connection, the faster it is to use MEGS.



What is an Internet Browser
and Which Ones Can Be Used?

An Internet Browser is computer software used to -
browse (view) the World Wide Web. e

MEGS supports Internet Explorer (IE) or Netscape
versions 4.0 or higher. lE_is the “preferred”

(not required) browser. T T — i
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What is JavaScript ?

JavaScript is a programming language
that is used on websites to increase
functionality. In MEGS, JavaScript is used
for a variety of features including the
automatic correction of user-entered data.

To confirm that JavaScript is enabled
on Internet Explorer:

Click ‘“Tools’ on Toolbar.
Click ‘Internet Options.’

Click the ‘Security’ tab (in some versions
of Internet Explorer you will find it under
Privacy).

Click ‘Custom Level.’

Scroll down to ‘Scripting,’ ‘Active
Scripting,” make sure that ‘Enable’ is
selected.

If MEGS detects that JavaScript is disabled
for the browser, MEGS will show this list of
steps.

-EI--H 0 e Pl r ] g
|| B B Wew  Fivories | Toda Help

o ) P r———

e Wl Site - Moo Tienel Esplone

[ sy Viod anvd Maws l-I: R

Vaniurar

& scaia I::nlilt:.r'?
ik sofhware

® © o9

Local Tnnbed dles  Reshicted
nlanst s

|t izt

i Thiz mne porkains &l Wsb ales o
et placed i otber 2ones:

L |

EBI'IBPII'r‘al‘.i}'lI Coetert | Corvectors | F'l[-;ra'rss| Acrvanced | [T,
Selecl & Web conenl more o speciy ks secuily sstings. ,:,'.'

Tradery: Humms

=Tt drss the
T T T
A0S Bt

i kond sred
rhsnced sculsl hiw.
-.N..mmu.. wnd
fetatoq manapemant
s recticn sl ey,

~ Securilp lewel for his 2ore

Cuzlbom
Cizlom saltirgs.

- Tocharge |bs sehngs, chok Cuslom Levs.
- T e e ez omimerdad sallinge, chs Diofail Leel

Pa5 e Cp ErAfiors: UE Sk

Coatombevel. || DefediLevd |

=]

Cancel |

{5} Dizable
O Enitke
O Fomg
E Seiping ol Javas appieiz _1
£} Dicablm
{5} Enable

e L
a o { .r’

— Raesl cusnin setinge:

Feetin: [madun




What is JavaScript? (continued)

JavaScript is also used in MEGS to do

tasks such as open new windows,
provide a menu system, and supply
user-friendly error messages.

To confirm that JavaScript is
enabled in Netscape (in some
versions of Netscape these
instructions could vary slightly):
Click ‘Edit.’

Click ‘Preferences.’

Click ‘Advanced.’

Be sure that ‘Enable JavaScript’ is
checked.

If MEGS detects that JavaScript is
disabled for the browser, MEGS will
show this list of steps.
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What are Session Cookies?

Cookies are either files or pieces of
information temporarily stored in
computer memory that are used to
record information.

MEGS uses session cookies. No sensitive
data is stored within these cookies and
once you logoff MEGS or close your
browser, each session cookie is
automatically removed.

To confirm that session cookies are
allowed in Internet Explorer (in some
versions of Internet Explorer these
instructions could vary slightly):

Click ‘Tools.’

Click ‘Internet Options.’
Click the ‘Security’ tab.
Click ‘Custom Level.’

Under ‘Cookie,” ‘Allow per-session
cookies’ (not stored). Make sure that
‘Enable’ is selected.
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What are Session Cookies? (continued)

Although some in the Internet
community are concerned about the
abuse of cookies which are often used
for marketing purposes, the session
cookies used by MEGS do not warrant
any sort of concern.

No sensitive data is stored within these
cookies and once you logoff MEGS or
close your browser, each session
cookie is automatically removed.

To confirm that session cookies are
allowed in Netscape:

Click ‘Edit.’

Click ‘Preferences.’

Click ‘Advanced’ (in newer versions of
Netscape you will find it under Privacy and
Security).

Under ‘Cookies’ be sure that ‘Accept all
Cookies’ (or ‘Enable all Cookies’) is
selected.
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What is Adobe Acrobat Reader and
Do | Need It?

Adobe Acrobat Reader is a software
program that is used to view PDF files.
PDF stands for ‘Portable Document
Format.” Regular web pages which are
programmed in HTML (Hypertext Markup
Language) do not always look good when
printed. The PDF format was designed for
the Web to look consistent each time it is
printed. MEGS uses PDFs for those things
that must be printed out.

Once Acrobat Reader is installed, all files
in MEGS with the extension .pdf will be
opened with the Acrobat program.

The free Adobe Acrobat Reader can be
downloaded from:

http://www.adobe.com/products/acrobat/
readstep2.htmil

MEGS supports Adobe Acrobat and Adobe
Acrobat Reader versions 4.0+.

‘Ei\e Edt View Favoites Took Help

’a MERS [Program Information] - Microsaft Intemet Explorer
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Back Faed Stop  Refesh  Home | Seach Favoites  Histon Mal  FullScreen
i R
Addess I@ it nde. agatesoltware. com/megs/ApplicationharrativePage_Delal aspfiplD=23agniD=172343 j p} b “ Links ”i

i
YALE PUBLIC SCHOOLS
PROJECT FACT SHEET

Instructions; The information included on this page allows the Michigan Department of Education to develop reports that include

information on all Michigan School Readiness Programs (MSRPs), Descriptions of Home-Based, Alternative Scheduled Preschool

and Migrant Madzls are included within the help section, To view these descriptions and other helpful information, click the "Help"

fink in the headzr or footer an this page.

PROGRAM INFORMATION

Humber of Children Awarded

Total Funding Awarded

Humber of Children Accepted

Tatal Amaunt of Funding Accepted

Beqinning Date of Program l— (e afyyy)

Ending Date of Program l_ (mmidddvppy)

Humber of Weeks of Program

DELIVERY MODEL

Center-Based Number of Children

Four Days/Week LI

€

|_ |_ \Q Intemet



Printing Screens
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| File JEdit ‘iew Fawvontes Toolz  Help
x?ﬂ-b@@ﬁ‘ﬁlﬁd - . =2 @» A
Back Earyard Stop Refrezh Home Search Favortes  Histom bd il E dit Digouge Healcom Al
|.-’-'-.;I|:Iress @ hittp: A fmeiz. mde. state. mi.us/megs A pplicationt arativePage_Detail azp?nrplD=308agnl D=1 j i
Page Setup

1. You will be able to print the entire ~Paper
application at once or individual pages Size:
using the Adobe Acrobat Reader
program. Saurce:

2. If this feature is not yet available, you Auto Select =]
can print any single page in your
browser by clicking the printer icon on ~Headers and Footers
your browser’s toolbar. i

3. If the printed page cuts off on the [twtbPage tp of 4P
right or left sides, you need to change Foater
your page _ |buithid
set-up/orientation to ‘landscape.’

4. This option can appear different [ lintatian e fliches
depending on what version of Internet £ JFaitee Lete  Jo3 Right  [03
EXplorer you are_ using. An example O Landscapes Top: !EI.E" Battarm: IEI.E"
appears to the right.
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E-mail Addresses

Skip this page if you already have your own

e-mail address.

MEGS and E-mail Addresses:

e You need your own e-mail address for
use in MEGS.

e An e-mail address allows you to send
electronic messages over the Internet to
others with e-mail addresses. It also
allows anyone with an e-mail address to
send messages to you.

 Under certain circumstances you will
receive an e-mail message confirming
receipt of information you have provided
to MEGS. MEGS may also send you
e-mail messages with information
regarding your grant program.

To obtain an e-mail address:

e Numerous websites offer free e-mail
addresses. Contact any one of these
websites, and follow their directions to
obtain a free e-mail address.

e If you are unsure of what website to
check, following are a few that offer free
e-mail:

http://www.yahoo.com/
http://www.hotmail.com/
http://www.excite.com/
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What is MEIS and How Can an
Account Be Obtained?

MEIS is the Michigan Education Information
System. This one system is used for the
management of a variety of MDE
applications.

Important: In order to use MEGS (and
potentially other State of Michigan systems)
you must first obtain a MEIS account.
Anyone who uses MEGS should have his/her
own MEIS account. Do NOT use someone
else’s MEIS account. It is easy to obtain a
MEIS account. Simply follow these
instructions. While in your browser, type in
the following URL (website address) and then
click ‘Create a MEIS Account.’

http://meis.mde.state.mi.us/userman/

If you already have a MEIS account, please
skip to slide 19. To confirm whether or not
you already have a MEIS account, follow the
instructions for “Create a MEIS Account.”

MIGHIGAN Welcome to the
bl MEIS User Management System

MEIS Accounts are used to access MEIS
ageme weh-hased applications hearing this logo:

Questions & Answers regarding MEIS User Management

If you are mew to the MEIS system, and were asked to obtain an MEIS account,
please select the link (below on the left) labeled: Create a MEIS Account

If you have already created an MEIS account and would like to adjust your
account settings (i.e. change your MEIS password, adjust address info, ete.)
please login with the MEIS Login box provided (below on the right).
If you DO NOT HAVE an MEIS Account: [f you HAVE an MEIS Account, please login:

MEIS Login

To obtain an MEIS account, Login: 1
please select the link helow:

Passward: I

MEIS == Login |

|C|‘eate a MEIS Account | o

Return to the MEIS Main Menu



Create aMEIS Account
In Four Easy Steps

After clicking on ‘Create a
MEIS Account’ enter the first
and last name of the user
account to be created.

Click the ‘Proceed to Step 2’
button and add the basic
biographical information.

Click the ‘Proceed to Step 3’
button.
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Obtain MEIS Account - Step 1
MEIS accounts are uniquely generated from the information you provide.

Please be sure to provide the most accurate and complete information possible
on the screens that follow so that we can create your personal MEIS account.

Remember that each MEIS account is unigue to the individual creating it,
and your MEIS account should NEVER be shared with anyone.

All access to MEIS applications is logged and periodically audited.
MEIS accounts used that violate the acceptable use agreement will be rermoved.

Note: All accounts MUST be individual user accounts. Accounts found that
appear to be ‘gemeric’ (i.e. accounts that have school names, etc. entered in

the Last Mame / First Mame fields) will be removed during periodic audits.

Please provide us with your name:

Last Name: IDDB

First Name: Johr

Start Ower Proceed to Step 2 I
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Mamagzmer AT ST T T
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DHsty I Cade - opdral]
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St Camr “i Procesd tn Step | I




Step 3 is used for
getting password help.

Step 4 requires the
user to verify all the
data.

After clicking the
‘Create New MEIS
Account’ button, a
new user account is
created.

More on MEIS Accounts

(Hbtain MES Accounl - Slep 3

Jofn (o, pleane provide us with the folmwing security information

Security Information
Mode: This imormiation will be used 1o werify the identily of callers by MDE helpdesk
siaffin order 1o pedem meiniznance on MEIS accounts, such as password meels

Pliass phovids us with thiad Quesion sad Srcwar s that wil
alow ug hovaiily your [dentiy. D helpdask stafl sl ask thase
quastions 1o calars o estabish thair identiy

Pleasa ba as spaciic as poseibda, and do rat choosa aagily
cuassed orabtained anewers foriha quastions you povida

If you do nof prowide Cuestion and Snswar pains), our staf
wil nm ha ahle 1o datarming thee idantity of 3 callar and
wil be unable to assmt with User Managemerd issues

f.e. prodile modficatons, paz=wand esets, =cj

{Exarnples frve boen provided for pou o nse as 3 suide ]

FH -4
Duinatidn 1
r Whee s oy fawerite place to vacation?”
S
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Answar =iz [
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4 “Crm. Eathoyn Tones.
Duestien #2: |
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Aiswin 512 |
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Obtain MEIS Account - Step 4

John Doe, please verify the following new account information:

Verify Account Information
Plea i i i ed us,

Last Name:

First Name:

Email Address :

Phene 1:

Phone 2:

Address 1:

Address 2:

City:

State:

Zip:

ISD Code :

District Code :

Building Code:

Security Question #1:

Security Answer #1:

Security Question #2:

Security Answer #2:

Security Question #3:

Security Answer #3:
Start Over |

Thank-you.
Doe
John
jdoei@email com
123-123-1234
234-234-2345
1234 Address Street

Arywhere
I
12345

What is the answer to my Question #17
Answer #1
TWhat is the answer to my Question #27
Lngwer #2
What is the answer to tmy Question #37

An,
Create New MEIS Account I
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Confirming Y our MEIS Account

The final screen will confirm your account.

Obtain MEIS Account for John Doe - Finished
@ PLEASE BE SURE TO PRINT
THIS INFORMATION FOR YOUR RECORDS!

Your agency’s authorized official needs
your MEIS Account ID # (NOT your MEIS

The Following Account Was Created

login name or password — keep these to Last Name: Doc
yourself). Once your agency’s authorized Flhl s Tobm
official has entered your MEIS account # Sl D L R
; . ddress 1: 1234 Address Street
into MEGS, you will be able to access S
M EG S . City: Anywhere

State: I

Zip: 12345

MEIS Account Info

MEIS Account ID: A1010956
H | nts: MEIS Lagin: TohnDoe

MEIS Password: (‘AIQZZ (note: thig iz a temporary pazawvord)
Follow the link

(Usze the temporany pasanord provided above to access the system.}

Print this page for your records.

MICHIGAN
1]1]H! N

Change your password immediately.
Write the new password on the page you Set your MEIS Password
just printed.

Keep your MEIS Login Name, MEIS
Password and MEIS Account ID # in a
safe place.




How Do | Access MEGS?

A user with a valid MEIS account who has
been entered into the system by his/her
authorized official can logon to MEGS.

http://meis.mde.state.mi.us/megs/

The first screen gives basic information
about the purpose of MEGS and provides a
link to the MEGS logon screen.

Look here for more information in the
future.

Bookmark this page in your web browser.
This will allow you to quickly return to this
login screen each time you need to access
MEGS.

Hint: If you are unable to login to MEGS,
contact your district’s authorized official to
confirm that he/she has given you access to
MEGS.

PMICHTAN

Ediication

MEGS: Michigan Elecirenic Gronts Sysiam

Wichigan Department ol Education
GG et Alegan Elieed
Hanrah Buiding

Lansing, Wil 45933

EIF 33
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Bookmarks in Internet Explorer
O 2]

To set a bookmark in
Internet Explorer:

Open ‘Internet Explorer.’

On the toolbar click ‘Favorites’
then ‘Add to Favorites.’

Notice the Name.
Click ‘OK.’

The next time you open
Internet Explorer:

On the toolbar click ‘Favorites.’

Locate ‘MEGS — Main’ in the list of
favorites, then click on it.

The MEGS login screen should
appear.

;] Interriet Explorer wil add this page bo wour Favontes list

[™ Make avalable offine:

(EUBLAMIEE., |
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Ok,

Cancel

I ame: J{MERS - Main

Create in;

+] Favorites

] Adobe Studio

(] Channels

(] Computer

(] Defau

] Education

-] Imported baokmarks
(] Infomational

2] Links

7] Mde

Create in <«

Mew Folder..




Bookmarks in Netscape

To set a bookmark in
Netscape:

Open Netscape.

On the toolbar click ‘Bookmarks’
then ‘Add Bookmark.’

Nothing happens on the screen but
your bookmark has been saved.

The next time you open
Netscape:

On the toolbar click ‘Bookmarks.’

Locate ‘MEGS — Main’ in the list of
bookmarks and click.

The MEGS login screen should
appear.
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Logging into MEGS

Type in the Login and Password obtained
from the MEIS Registration Process to log
in to MEGS. (The MEIS Account ID # is
NOT used here.)

Click the ‘Login’ button.

Remember, the MEIS password is case
sensitive.

If you receive an error message that you
have a valid MEIS account, but are not
authorized in MEGS, contact your
Authorized Official.

MEGS: Michigon Blecirenic Gronds Systam

‘Walcomss 1o REGS, the Midégan Electronic Gramis Systam.

Hint: When using the Internet, it can
take a while for your screen to change
after you have clicked a button.
Please be patient. Multiple clicking of
a button may actually slow the system
down.

22
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Avoid the “Back” and “Forward” Buttons

MEGS is a dynamic, database driven, web application. Content in MEGS changes
according to information that is entered into the system. When applicants enter
iImportant information into the system, it changes the way they see certain parts of the
application; therefore, it is highly recommended that users use the navigation provided
within MEGS.

Using the browser’s ‘back’ and ‘forward’ buttons to return to a page is not the same as
clicking a link to go to exactly the same page. The back button will simply load the
cached (or saved) version of the page that exists on the local hard drive as it was the last
time the page was accessed. By using the ‘back’ button the user is not getting the latest
information from the website but rather an ‘older’ saved version of the page.

Avoid the ‘Back’ and ‘Forward’ buttons in order to always see the latest
information available.

4~} MEGS [Applications - Search] - Microzoft Internet Explorer

J File  Edit “iew Fawvortes Toolz  Help
T 7o 2 = — T = = o g -
B T R B (<= TR~ [ A= TR LA RS e SRS
Stop Refrezsh Hiome Search Favortes  History Pririt k4 ail E dit Dizcuzz Realcom Al
eiz.mde. state. mi.uz/megzApplication_Search.azp
Seaich  Go  Bookmarks  Tazke:  Help
iy \a %% * | AL hittp://meis.mde. state. mi usfmegs/ - Search o
P N Reload - 4 e g - 2 | =
onie [t HetCape 0\ Search (Y} Shop | \,& Bockmarks .{ M et2Phone
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Authorized Officials. Getting Started

Calon Usar: Ms, Sonnis Robinsor
n Henu | Helf Lagout

From the Main Menu, Authorized
Officials can:

Initiate an Application

« Initiate applications. R
S vl | R ——

e Add users to MEGS.

e Edit contact and security information. | [t

Edit owir Agency Information
Edit Yiour Contack Indormaton

To view an application, dick the ¥iem Application button. If vou have additonal questions about using MLE.G.5., please click on
the Helo tab at the top of the paga.

CHRA (MERP State Aid Pro-App)

Application £0Z203- 1048 Welverine Community Schoale

Grars ‘hoomss Lavel ,r-:lnbud By

O nce an app I i Catl On has been Comprehensive Community Meeds and Resources Assessnent Authonzed Official |

NIEW RFRLICATION I OELETE B FLCA TN | RAORE T AL ATHIN ] AbE R A PSR l VIS AEPOATS

initiated, the application will be listed
on this Main Menu page. ——»

HI School Readiness Pragram
Application 20Z03E- 1330 Walverine Commuanity Schools

Grants . jAccass Lavel
Conso rti um Ap pl icati ons: i”:::::.::::;mﬁ::::m | mcsmery sreLicanon | s ssodenon | ””:::::Tm

e The application MUST be initiated by the
fiscal agent’s representative, who will
then add members to the consortium. Hint: A sub-contract agency completing an

application for a fiscal agent will need to be
e The authorized official of a district/PSA given access to MEGS by the fiscal agent’s

accepts the invitation to be a authorized official.
consortium member in MEGS.




MEGS Authorization Structure

Authorized Officials (Level 5)

Designate Application Administrators.

Initiate applications.

Assign lower security levels to allow edit or view status.

Add users to MEGS via a multiple entry page.

Include consortium or grant members to an application.

Submit, amend and delete applications, amendments and/or reports.

Application Administrators (Level 4)

Responsible for managing the application.

Initiate applications.

Assign other users to participate in the grant writing or review process.

Notify the Authorized Official to submit applications, amendments, and/or reports.
Include consortium or grant members to an application.

25



Current Security Levels

Level 1 (View-All) This level has the ability to view all parts of the application. Cannot edit any
information.

Level 2 (Edit-All) This level is granted the ability to edit any section of data other than agency or main
contact information.

Level 2b (Edit-General Information) This level has the ability to edit pages under General Information.
(Fiscal Agent and Contact Information — Consortium/Grant Member Information)

Level 2c (Edit—Budget Information) This level has the ability to input budget data for the agency.

Level 2d (Edit—Program Information) This level is granted access to edit pages under the Program
Information heading.

Level 2e (Edit-Attachments) This level is granted access to edit attachments.

Level 3a (Consortium Member-View All) This level has the ability to view all parts of the application.
Cannot edit any information.

Level 3b (Consortium Member-Edit All) This level has the ability to edit any section of data other than
agency or main contact information.

Level 4 (Application Administrator) This level has the ability to initiate applications and to edit any
section of the data.

Level 5 (Authorized Official) This level has the ability to initiate, edit, submit, amend and delete
applications. This level can edit agency contact information.



Maintain MEGS Accounts

Add Usersto MEGS

An authorized official (and others who already
have MEGS access) can give people with MEIS
account numbers access to MEGS. This page

describes how to give someone a general security

level for MEGS.

1. From the Main Menu, click on the ‘Add Users

to MEGS’ link.
2. To add up to 10 new users into MEGS:
— Type in the MEIS Account number.
— The district code cannot be changed.
— Choose the appropriate security level.
Verify.
Check the results of Verify (look for):
— Accuracy of name and agency.
— Invalid MEIS account.
— Already in MEGS.
5. Click ‘Save’ to confirm the new users.

»>w

Maintain MEGS Accounts

o Add Users to MEGS

e« Edit Contact Information

e sLmo L Feaesd Oy -
AAED] +L0ap Larwed 1 - Feamci Oy =
oo +L000 Lot | - Femcicary =
|=ll2l:‘J;'lE AL Lozl T = P ncd Tl =
| STTT=ELT] 4LmD L Foas ui;. =
i +1mn Lerwed 1 - Feamal iy =
&1 mn Lol 1 - Fom i iy |
| L0 Lo 1 - Fezeai ik
| 210 [ Fragaia =
| +L00 Ll 1 - Fraci Gy -

y [
| EriteEs 21003 | T T - | ||
[ETnEn 41000 [ Lovsd 7 - Rl D =it g
: py
s 44000 (Lot -Fred oot B | covinon, duct =
=A1INTIR 1 10 [Lewwsi 1 - Pl & | B E =
jitesti-Readloy B s !
PTLELLE [Lesnl 7 - A G =] | tremir Ao
[ R 41000 [ Lot 7 - Pl s =
I 1 -. S— — —"1
| 2101 I_ﬂ--:l ~ A Cnl =
I - e T
| 1000 [Cuvmel 1 - Fimaad Dy B
1000 [ Ll 1-Fiead Cirdy =
I z: 41000 [Levet 1 -Pipad T =
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Maintain MEGS Accounts
Application Security Levels

An authorized official (and others) can assign
MEGS users various levels of security for different
applications.*

From the Main Menu, click on the ‘Application
Security Level(s)’ link.

In the new Window that opens, click the down arrow
to the right of ‘Contact’ and select the name of the
person you wish to assign security rights.

Click the ‘Go’ button immediately to the right of the
down arrow.

The grants available are listed along the left side of
the Window. Immediately to the right is an
application security level entry box with a down
arrow. Click the down arrow across from the grant
you wish to assign this person access and select the
access desired. Continue this process until you have
assigned this person rights to all applications you
wish them to access. We do NOT recommend
entering an ending date for the MSRP
application.

Click ‘SAVE’ to confirm this assignment.
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Maintain MEGS Accounts

v Add Users to MEGS

o Cootact Toforroatian

v Application Security Levelis)

Contact IE*

B =L 1Y =1 0 ) =1

v Edit Your Contact Information

If the application has already been started in MEGS
you will NOT be able to assign access to users on
this page. You will need to assign access WITHIN
the specific application (see next page). The
programmers are aware of this issue and it will be
addressed in future changes in MEGS.

Funding Source Cateqory  Application Security Level

Capacity Buiding v

Charter Sehaals

¥

Date Begin

Application Security Levels Save

Date Ei

CNRA (MSRF State Aid Pre-App) I

Consolidated Application

Early On Michigan

HIW Mini-Grants

Homelzss Students Grant

Safe & Drug-Fres Schools

Sec, 57.3, Gifted/Talented

|
|
|
|
M[ School Readingss Program |
|
|
|

Spemal Education

B U
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Management Activities:

Give Other People Accessto This Application — Adding Users

To assign a MEIS user to a particular

application (from the Application MANAGEMENT ACTIVITIES
enu page) _C“Ck the (_3|ve’ I_Deople * Give People Access to this Application
Access to this Application’ link.

To allow anather person to access this application:

. Obtain and enter the MEIS account

number of the user you wish to give 1. Typein the person's MEIS Account 1D, An example of 3 MEIS Account [D is 41001000,
i i 2. Select the dates that this account should be active,
aCCGS-S to the appllcat_lon T . {Leave the ending date blank if you don't want the access privileges to expire.)
. Specrfy a date range in which this user 3. Select the section(s) that this person can access,

4, Select the level of access that this person should have,
E. Click the Grant This User Access buttan,

will have access to the application. If
this user has a limited time to access

the application, enter a date value in MEIS Account ID||
the ‘Access to end on’ field. To allow Access to begin ond 222002 | oanii A
the user to have permanent access to hiceesstoendion] (o)

this application leave the ‘Access to
end on’ blank.

Sections Accessible:

. Next select a SeCUI'ity level for the new ¥ Comprehensive Community Need@Resuurces Assessmant
user based on their function in writing R e
the application. |LeveH (Vigw - Al ;l Level Of Access Provided:
. To activate the user click the ‘Grant [Level 1 (vigwer)
This User Access’ button. G T U Tecess ) T R AR RER

Lewvel 2 (GrantWriter)

. Any error in the data entry will be Lvel 20 (Financiel Oficen
returned at the top of the_ page. _If Level 2d (Pragram Coordinatar)
there are errors, please fix and click the Level 3b (Consorium/Grant Member - Program Coardinatar)
‘Grant This User Access’ button [|Level 4 (Application Administratar)
again.

. New users will have been added to the
table that appears on your screen.



Management Activities:
Give Other People Accessto This Application - Deleting Users

To Delete a User for the application:

MAMNAGENMENT ACTIYITIES
1. If you are not on the ‘Give People » Give People Access to this Application
Access to this Application’ screen,
from the Application Menu click ‘Give
People Access to this Application.’

2. In the table, find the user you wish to
delete. Do NOT delete the authorized
official. Click the radio button on the
left side of the screen for the user you

WiSh tO delete - Thank you? The sp‘:mﬂf:;ﬂi:fchffi;ﬁ:::im:E:;E:r;lec:lieﬂ5lrl:llu1[5:|
Towmay grant acoess to ano| wser or refsrn fo the main e
3. Click the blue ‘Delete’ button in the
header of the table to start the delete e e
p Frocess. “¥1 el Frith acoess to this spploation
- Apcessihin Hoction Mg {Apen sy ) hsyigood  Dele Déire mhn
4. The user will no longer have access to Be Adive e i
- - - nnprEtEn e Communky K, Eharon Sngsr
THIS application unless the user is (':).;w arritre i b
added back to THIS application. T
. . R . ’ }  Rands ard Rocourss iMehgan 2;;3:,"'"" EIE LT Tl et 1 1) ::I“k"m::':c:“'
5. Click “Application Menu” (without e bt

selecting a drop down item) and you
will return to the Application Menu

page.
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Management Activities:
Viewing/Printing a PDF of This Application

View PDF

Clicking the link ‘Blank PDF’ from the
Main Menu under Management Activities
will generate a BLANK viewable, printable
version of the application.

Clicking the link ‘View a PDF of this
application’ from the Main Menu under
Management Activities will generate a
viewable, printable version of the
completed application.

This feature is provided for agencies to
keep a hard copy of the application that
the user submitted electronically.

You may also click View PDF on each
page to view and/or print just that page.

application is available in MEGS.
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M AR CEMENT ACTIVITIES

Hint: Some of the ‘View PDF’ options may not be
available until approximately one week after the
application is available in MEGS.

MICHIGAN DEPARTMENT OF EDUCATION
MICHIGAN SCHOOL READINESS PROGRAM
EARLY CHILDHOOD AND PARENTING PROGRAMS
. 0. Bos 20008
Lansing, l:il 4R
FY
COMPREHENSIVE COMMUNITY NEEDS AND RESOURCES
ASSESSMENT

DUE:

[] INDIVIDUAL DISTRICT/ACADEMY APPLICATION

|:| CONSORTIUM APPLICATION

Fiscal Agent Name

Fiscal Agent District Code

Contact Person

Address

County

Phaone

Fax

E-Mail

The PDF version of the M SRP application was not
available at the time this manual was printed, so we are
displaying a PDF version of the CNRA.



NEW — MEGS Website

MEGS will soon have its own website. Among other
things, you will be able to obtain MEGS training
materials and search for allocations. Followingisa
demo website which is functional but not yet
complete. We highly recommend that you peruse this

website.

http://mde.agatesoftware.com/megswebsite
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Hint: This page can
be downloaded in
color from our
website.

Map of Temporary MSRP
Consultant Assignments

Judy Levine
(517) 373-8664
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Initiate an Application
(applying for a new grant)

1. From the Main Menu, the
person responsible for

completing the application
on behalf of a Fiscal Agent il

selects the Michigan [MI Schoal Readiness Pragram (Fr-2003)[=]]
SChOOI ReadineSS Program Zelect an application in the drop down menu
from the dr0p dOWﬂ I|St and then click Apply For & New Grant
under ‘Initiate an

Application’ and clicks [ areir ron A bew aRANT |

the ‘Apply for a New
Grant’ button.

2. This will send the user to
the Application Menu

page.



MSRP — Application Menu

Header Toolbar

Application Information

Management Activities

—>

—>

—

General Information

Budget Pages

Program Information

Submit Application
(here and under header toolbar)

—

—
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SUBMIT APPLICATION

Seurltgr Level

Buthorized Official

MI School Readiness Program

v The current status is Application In Progress
v This application is due on Friday, August 30, 2002 to abtain earliest beqinning date
v Assurances and Certifications

Please click on the links below to begin/continue completing your application.

v Give People Access to this Application

BERERAL b IRHATION

v Grant Applicant and Contact Information: Wolverine Comrmunity Schoals

v Consortium/Grant Member Information

Sohiaal Readinexs

Walverine Cammunity Schoals Eudgal

(BUDGET PAGES |

(PROGRAM INFORMATION

v Project Fact sheet: Wolverine Community Schools

v Key Personnel - Early Childhood Specialist

v Key Personnel - Project Director/&dministrator

v Key Personnel - Teacher

Key Personnel - Associate Teachers/Paraprofessionals
v Facility Description

v Project Abstract
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Header Toolbar

6. Application and User
p— Information x cpecial Educati
/ pecia ucation
MICHIGANQ_ \% 3. Help applicant: Kent ISD
Edﬁ'&"“‘ Application #: 2001-273
ation User: Ms, Mary Boluyt - Level S

Maim Menu | Application Menu | Help | Errars
1

1. Main Menu 4. Errors 5. Logout

2. Application Menu

Main Menu — Allows the user to return to the page with all initiated applications by the
user’s agency.

Application Menu — This link will return the user to the “home page” for the application.
A feature built into this link is a JavaScript menu that allows for quick access to other parts
of the application. This menu has links to budget pages and program information.

Help — This link will take the user to specific help information for each page. This feature
Is the first line of defense for questions or problems that users might encounter.

Errors — This page will track the progress of the application and alert the Application
Administrators and Authorized Officials when any critical part is not completed. All errors
must be resolved in order to submit the application.

Logout — This link will log the user out of the application.

Application and User Information - Information about which grant is currently being
worked on, the applicant agency, the application number, and the current user’'s name and
security levels.

New: View Example may be available from the Header Toolbar
on certain screensin MEGS. Click onthelink to view an
example to assist you in completing the application.
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Application Information

This screen shows the
application you are viewing,
its status and due date, and
your security level.

To View Important Information
about the MSRP application or
the Assurances and
Certifications:

1. From the Application Menu page, click
‘Important Information About the
M1 School Readiness Program
Application’ link. This link will open
a page that provides you with
information regarding the Michigan
School Readiness Program (grant
purpose, target population, eligible
applicants, allocation determination
and length of award).

This "MI School Readiness Program” application contains the following grant(s):
Grant . CFDA #
' MI Schaol Readiness Program n/a

S'eculr.ityr Level
fiot Assigned

Iv The current status is Application In Progress

(+Thiz apolication jz due on Tuesdav, October 15, 2007 to obtain earliest beqinning date

W Important Information About the MI School Readiness Program Application

1v AeeUrdibes alid L ETRTILaLUTTS

2. From the Application Menu
page, click the ‘Assurances
and Certifications’ link. This
link will open so that you can
read and print the information.
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General Information:

Grant Applicant Information (Edit Fiscal Agency Information)

TO Ed it the Fiscal ‘Agency, r.-l:m:nm TRENRMATINR
I nfo rmati on: (aUthorized Grant Applicant and Contact Information: Walverine Comrmunity Schoals

Offi CiaIS On Iy) . |+ ConsortiumGrant Member Information

From the Application Menu page,

] ) Fiscal Agent .m
C“Ck the ‘G I"ant Appllcant and Legal Name Walvering Community Schools
Contact Information’ link. Ll
Only certain fields can be edited. Recpon/istrit cade. 50

. Building Code |UDDD
Once changes are entered, click e L
the ‘Save’ button. Clicking the ddress 2 |
‘Save’ button returns you to the city fokene
‘Grant Applicant and Contact A fe
Information’ page. If no S oo 8

. Agency Type LEA v

changes are needed, click . | e
‘Application Menu’ on the Fax | il
header toolbar to return to that E-mail |

page.



Genera Information: 39
Grant Applicant and Contact |nformation
(Assigning a Main Contact)

: :
TO ASSIgn a Mal n CO ntaCt: I- Grant Applicant and Contact Information: Wolverine Cormrmunity Schools I

v Consortium/Grant Member Information

From the Application Menu _— R

H 1
pag e y CI I Ck th e G rant The Main Contact should be someone whao can be contacted with questions about the program. To assign a
- person as the main contact for this application:
Applicant and Contact
- y . 1. Type in the person's MEIS Account ID. 4n example of a MEIS Account ID is 41001000,
I nfo rm atl O n I | n k . 2. Click the Assign Main Contact button.

Obtain the MEIS Account ID # wers oo
and type it in the MEIS Account | e
ID field.

Click the ‘Assign Main
Contact’ button.

After successful submission, the
page will list the user who was

Just assigned (you may neec_l to button. Make the appropriate
scroll dOW!’\ the page to see it). changes and click the blue ‘Save’
An Authorized Official may at button.

any time delete the main 6. Click ‘Application Menu’ to
contact and replace the user. return to that page.

5. To edit the Main Contact
information, click the blue ‘Edit’



General Information: 40
Grant Applicant and Contact |nformation
(Assigning a Secondary Contact)

To Assign a Secondary Contact

(optional):

From the Application Menu page,
click the ‘Grant Applicant and
Contact Information’ link.

Obtain the MEIS Account ID # and

type it in the MEIS Account ID field.

Click the ‘Assign Contact’ button.
This person could be the person
responsible for implementing the
classroom or home-based program.

After successful submission, the
page will list the user who was just
assigned (you may need to scroll
down the page to see it). An
Authorized Official may at any time
delete this contact and replace the
user.

GENMERAL INFORMATION

Grant Applicant and Contact Information: Walverine Comrmunity Schoals I

v Consortium/Grant Member Information

Assign the Project Coordinator for this Grant Program

The Project Coordinatar is the person who is responsible for implementing the program,

1. Type inthe person's MEIS Account 1D, An example of a MEIS Account ID is AR d 4 #4444,
2, Click the Assign Project Coordinator button,

IMEIS Account IDl

| ASSIGN PROJECT COORDINATOR

5. To edit the Contact information,
click the blue ‘Edit’ button.
Make the appropriate changes
and click the blue ‘Save’ button.

6. Click ‘Application Menu’ to
return to that page.
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Genera Information:
Add a Consortium/Grant Member Information

To add a new Grant Member for
Consortium Applications click the
Consortium/Grant Member
Information link from the Application
Menu page.

Click the ‘Add a New Member’ button.

Chose the appropriate grant from the drop
down menu and click the ‘Go’ button.
Enter the district/PSA code to be added to
the application. This page allows for up to
20 districts/PSAs to be added at one time.
Once all codes have been entered, click
the ‘Save Selections’ button. Any errors
in district/PSA codes will be returned (in
red) as errors at the top of the section.

Bulleted in blue are districts/PSAs affiliated
with the application.

Click ‘Application Menu’ to return to that
page.

GENERAL INFORMATION

e Fizcal Agent: Wiolverine Cummgnitv Schools
e Consortium/Grant Member Information

e B S 1 TS
sk, S T Ren S« T (et (eSO TS S [ T
) Shp  Areph  Fem Geeh Feoim Feem Frek Ili iR hlr.w Raddrmn  dbi

ctitei B b Vi eqnnnc A wm e e e i vl e, et et =046 ] e Lha™

CIG-U&

Ediicaon

II-uhu-.-u rerts bl Feep s A e 5 I
The Slipang dgenaes am sy affistad with The fundng saurce 2koam i the drop down bo ot 1he top of
thes page

Y ek Pt chats (8 M

& Copac Commmrety Scheal Disrict { 76045 P
M envcar The reai en/cistract Cockds] af thi Shractls) that wiu st [k bo ba part of this spplicacan for
the Pl e [ 5000T% shosn i tha drop damm bos o 1he bap af this paege . 0 rac peTLkmict oo should be
arikered par bre, Yhen you are fnshed cick the Save Seiscron: butbn

& e P
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Genera Information:
Delete a Consortium/Grant Member Information

To delete a Consortium Grant

Member CIICk the _Cons_ortlum/Grant .- Fiscal Agent: Wiolverine Cummgnitv Schools
Member Information link from the s Consortium/Grant Member Information
Application Menu page.

TO d e I ete a G ran t M e m be r : CONSORTIUM/GRANT MEMBER INFORMATION

1. From the ‘Application Menu’ page, click [Connevnes [ semmum |
- The tables below list all of th that rt of th lication, The date the authorized official of t
th e ‘ C O n S o rtl u m /G ra n t M e m b e r inv?taiiol?sto Eem:; ;;ngor‘?\umemazag;nbszs n;teaerfaAccgpte;:deapt:]aulnogerthee Aacceeptea:cue [?antzeeco\oux; I?tl:an \i?tletg;\gnacvszf

aceepted, an Rejected:[date] is shown. The column(s) with the grant name as the heading shows the allocation {if this is a1

I n fo rm ati O n 7 I i n k . T h e G rant M e m be r grant) after "Allocation:" and the budget total after "Budget.”.

Instructions: To add agencies to this application, click the Add a New Member button, To remove an agency from this

I n fo r m ati O n p ag e d i S p I ayS a I isti n g Of al I gaaléiatmn, select the agency by clicking on the box next to the agency name and then click the Remove Selected Memb
d i Str i CtS/P SAS th at are g ran t m e m b e rS . Fiscal Agent, Consortium MEf'nhers,.aTld Grant Members Receiving Funds from the Fiscal Agent
2. Click to check the box of the district/PSA v s | . |

to be deleted. e

3. Click the ‘Remove Selected Member’ B e
button and the page will return having
deleted the member.

4. Click ‘Application Menu’ to return to
that page.

Budgel
0

ADD A NEW MEMBER REMOVE SELECTED MEMBER
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Program Information — Project Fact Sheet

Enter Program Information

1. From the Application Menu page,
click the *Project Fact Sheet’ link
under Program Information.

2. Blanks that do not provide an input
box for you to type in will fill in
automatically when you click the
‘Save’ button.

3. Fill inthe blanks and click ‘ Save.’

4. Click the errors link on the header
bar before continuing. Fix any
errors. Re-click Save.

5. If desired, print a copy of this page.

PROGRAM INFORMATION

-| Project Fact Sheet: Yale Public Schools |

+ Eey Personnel - Early Childhood Specialist

v Kevy Personnel - Project Director/administrator

TALE FUBLILC SCHDDLS
PRIIECT FACT SHEET

Treswpctiere The irlrwadon incheded ondhis r Al o Miokigan Depart ve-'l: IEd\ :h

WA 0 I~:I:|!-‘S-:I-:Fm=x j I_“_I[:-:I:-: nH 451“\:1 PH-.IIF .4ll
H\-:-;swl--:ka b sl |.ﬂ.-.‘- s Wi s e sorprion: -:.-'.he-'\-*:l’.lﬂ- nation, Ak the "Help
link: i o Fesander o6 T mmn.ﬂ:m

ERDER AN [MPEATION

Wraber ol Childres Aagied
Tirtsl Furdng drasded

Wornber ot ohldren Roospted I_

Twidl &rvaant of Fundng dcceped |—

Bagrring Cabe o Frogram I— G
Ealing Dt of Pragrem I— (e
Woraher of ‘Weebs of Pragram

DELINERY MBQEL

Cenber-Based sasnder of Chiklen

Foar Caasipas

Albwrradrrs Schacbed Prea chool

uuuuuu

N
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Sub-Contract Agency

Enter Sub-Contract Agency
Information

From the Application Menu page,
click the ‘Sub-Contract Agency
Information’ link under
Program Information.

Fill in the blanks. After all
information has been entered
click ‘Save’ or click ‘Add’ to add
another Sub-Contract Agency.
Clicking ‘Add’ will save the
information you have entered
and give you an additional blank
‘Sub-Contract Agency’ page
for you to complete.

Click the ‘errors’ link on the

header toolbar before continuing.

Fix any errors. Re-click Save.

If desired, print a copy of this
page.

SUB-CONTRACT AGENCY

44

Instructions; This section is to be completed for local schoal districts, PSAs, or fiscal agents who subcontract with private, non-

profit agencies and organizations,

Sub-Contract Agency Information

Hame of Subcontract Agency l

Federal 10 #

fiddress I

City l

Zip Code l— 1 I_
Telephone # I—

Is this a Headstart agency? [T ves [* Mo

Sub-Contract Contact Person Information

First Hame I

Last Hame I

Telephone #
Fax #

[ Save | Clear | Delete |
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Program Information:
Key Personnel — Project Director/Administrator

Main Menu | Application Menu | Help | Errars

Enter Project Director/Administrator

[ Add [ Save | Clear | Delete |

1. From the ‘Application Menu’

YALE PUBLIC SCHOOLS
pag e CI | C k th e ¢ Key Pe rsonne I — KEY PERSONNEL - PROJECT DIRECTOR/ADMINISTRATOR
)
i i iNi Instructions: Identify all personnel wha will be warking in the M3RP state-funded preschool program, Refer to the Standards o
rOJeC irector ministra or’ dentify al | wha will be warking in th funded preschoal fer to the Standards of
. . sttty and Curmicutum Guidefines for Ereschoof Frograms far Four Year Oids and the document Professional Training Qiotions for
link under P rog ram Information. Paraprofessionals in Michigan Schaol Readiness Program for position requirements (see instructions for defintion of educational

progress). If your MSRP employs additional personnel, create a document that contains the requested information for each staff
membier and attach it to this application via the Add Attachment link on the Application Menu Page, If your M3RP employs less

2. F| ” in the blan kS and CI |Ck ‘Save.’ personnel than what is shown here, just completz the infarmation for the personnl that pertain to your MSRP and leave the

ofhier text boves blank,

3. Click the ‘errors’ link on the e |
header toolbar before continuing.
Fix any errors. Re-click Save.

Last Neme |

Eriail Address I
4. If desired, print a copy of this
page_ Time I_%

| Add [ Save | Clear | Delete |
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Program Information:
Key Personnel — Early Childhood Specialist

Enter Early Childhood Specialist
| nformation

From the * Application Menu’ page,
click the‘Key Personnel — Early
Childhood Specialist’ link under
Program Information.

Fill in the blanks and click ‘ Save.’

Some fields are required and if not
completed, MEGS will give you an
error message. Click the‘errors’ link
on the header toolbar before
continuing. Fix any errors. Re-click
Save.

If desired, print acopy of this
page.

Main Menu | Application Menu | Help | Errars Logout

| Add | save | Clear | Delete |

YALE PUBLIC SCHOOLS
KEY PERSONNEL - EARLY CHILDHOOD SPECIALIST

Instructions: Identify all personnel who will be working in the MSRP state-funded preschool program. Refer to the Standards of
Quality and Curriculum Guidelines for Preschool Programs for Four Year Olds and the document Professional Training Optians for
Faraprofessionals in Michigan Schoo! Readiness Program for position requirements (see instructions for definition of educational
progress), If your MSRP employs additional persannel, create a document that contains the requested infarmation for each staff
member and attach it to this application via the Add Attachment link on the Application Menu Page, If vour MSRP employs less
personnel than what is shawn here, just complete the infarmation for the personnel that pertain to your MSRP and leave the
ather text boxes blank,

First Name |

Last Mame |

Email Address |

Time h

Degree(s)/Certification (Please qescribe the degrees received)

Home-Based Masters' Degree with interdisciplinary
training in both working with young children and adult
family members with background in:

Early Childhood Education

Child Development

Family Life Education

dult Education

Center-Based Masters' Deqree in:
Early Childhood Education, or
Child Development

Masters' Degree required in |

Bachelors' Degree in |
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Hint: Save often. Checking the “errors’

link BEFORE you add each new teacher

Program |nf0rmatIOn could save you alot of time down the road.
Key Personnel — Teachers/Home Visitors

Enter Teachers/Home Visitors Information

Main Menu | Application Meny | Help | Errars

1. From the Application Menu page,

. ‘
click the Key Per sonnd — [“Add_| Save | Clear | Delele |
Teachers/fHome Visitors link
H YALE PUBLIC SCHOOLS
under Program | nformation. KEY PERSONNEL - TEACHER
. . Instructions: Identify all personnel who will be working in the MERP state-funded preschoal program. Refer to the Standards of

2_ F| | | In the bl anks_ After al | Quality and Curriculum Guidelines for Preschoo! Brograms for Four Year Oids and the docurnent Srofessionsd Training Options for

. . . Paraprofessionals in Michigan School Readiness Frogram for position requirements (see instructions for definition of educational

| nforma‘tl On has been entered CI | Ck progress). If your MSRP employs additional persannel, create a document that contains the requested information for each staff

mermber and attach it to this application via the Add Attachment link an the Application Menu Page, If your M3RP emplays less

‘Save’ q CIICk ‘Add’ to add another Etehr;??enitbhuaxnezvgia:niilshown here, just complete the information far the personnel that pertain to your MSRP and leave the
Teacher/Home Visitor. Clicking

‘Add’ will save the information you
have entered and give you an
additional blank page for you to
compl ete. e [

First: Hame I

Last Name I

Email Address I

3. If desired, print a copy of this page. Ot i for i posonin s g [

4. OnCe al | TeaCherS/Home VISItOrS Surnmary of Experience
have been entered, click ‘ Save.’ g




Program Information:

Hint: Save often. Checking the “errors’ 48

link BEFORE you add each new person
could save you alot of time down the road.

Key Personnel — Associate Teachers/Paraprofessionals

Enter Associate Teachers
Paraprofessionals Information

. From the * Application Menu’ page,
click the‘Key Personnel — Associate
Teacher g/Par aprofessionals link
under Program Information.

. Fill inthe blanks. After all
information has been entered click
‘Save' or click ‘Add.” Clicking
‘Add’ will save the information you
have entered and give you an
additional blank page for you to
complete.

. If desired, print a copy of this page.

. Once dl TeachersyHome Visitors have
been entered, click ‘ Save.’

First Narne |

Last Name I

Emnail Address |
Time %
Diate hired for this position in this MSRP |

Surnmary of Experience

1. Educational Progress Degree(s)/Certifications (Flease check alf that apply)

[T a. Valid Michigan Teaching Certificate

[T b. Grandparenting Letter on file with MDE

[T c. 120 Clock Hours Letter on file with MDE

[~ d. Child Development Associates Credential (CDA)

[ e. Associates' Degree in Child Development



49

Program Information:
Key Personnel — Other Classroom Staff

Hint: Save often. Checking the “errors’
link BEFORE you add each new person
could save you alot of time down the road.

Enter Other Classroom Staff Information

1. Fromthe‘Application Menu’ page,
click the‘Key Personnel — Other
Classroom Staff’ link under
Program Information.

Instructions: Identify all personnel who will be working in the MSRP state-funded preschoal program, Refer to the Michi;

2. Fill inthe blanks. After all
. . . School Readiness Program Implementation Manual, Standards of Quailty and Curriculum Guigdelines for freschool Program
[ nfOrmatl On haS been entered CI [ Ck Four Year Olds and the document Brofessional Training Ontions for Paraprofessionals in the Michigan School Readiness Fri
. . . for position requirements (see instructions for definition of educational pragress).
‘ ) ‘ ’
Save' or click ‘Add.” Clicking

‘Add’ will save the information you

| Add | save | Clear | Delete |

WOLYERINE COMMUNITY SCHOOLS
KEY PERSONNEL - OTHER CLASSROOM STAFF

Other Classroom Staff

The staff person added when the classroom has 17 or 18 children must meet the Division of Child Day Care Licensing req

have entered a.nd glve yOU an a5 3 "careqiver.”
additional blank page for you to |
Comp| ete First Name I

Last Name I

3. If desired, print a copy of this page. postin Tt |

Ernail Address I

4. Onceal entries have been made
have been made, click ‘ Save.’ Tire [



Program Information: Facility Description

Enter Facility Description Information

1.

From the ‘ Application M enu’
page, click the ‘Facility
Description’ link under Program
I nformation.

Fill in the blanks. After all
information has been entered
click ‘Save' or click ‘Add.’
Clicking ‘Add’ will save the
information you have entered and
give you an additional blank page
for you to complete.

If desired, print a copy of this
Page.

Once all entries have been made
have been made, click ‘ Save.’

Hint: Save often. Checking the “errors’
link BEFORE you add each new facility
description could save you alot of time
down the road.

[ Add | save [ Clear | Delete

WOLYERINE COMMUNITY SCHOOLS
FACILITY DESCRIPTION

Instructions: List each classroom site |ocation that will be used this school year, To add additional sites, click Add. If a site
licensing application is pending, it must be noted below and a record kept in the district's administrative files.

* required field

Site Hame |

fiddress |

License/approval #

Effective Date (mm/ddfrpy)
Expiration Date (mm/ddivryy)

Licensed Capacity
Numnber of Rooms for MSRP

License pending? [~ Yes

Date of most recent correspondence

with Department of Consumer and Industry Services (mm/ddivppy)

Date license expected (mm/ddivryy)

[ Add | Save [ Clear | Delete |

50
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Program Information: Project Abstract

Hint: Items may be created in aword processing
program (do NOT use tables, bullets, tabs, etc), then

Enter PrC)_jeCt Abstract copied and pasted into the abstract. Check the “errors’
Information link immediately after you save this page.
From the ‘Application T
Menu’ page, click the
‘ P roj ect Abst ract’ | | N k WOLVERINE COMMUNITY SCHODLS
PROJECT ABSTRACT

u n d e r P rc_)g ram Instructions: Briefly describe the Project using the following categaries, The description is limited to the space provided,
Information. |

Statement of Needs {Include target popuiation(s))
Fill in the blanks. 2

Once all entries have been
made have been made,
click ‘Save.’

Check the ‘errors’ link
before continuing to the
next page. Fix any errors, 4
then click ‘Save’ again. il

If desired, print a copy of
this page.




Program Information: Project Plan Q & A

Hint: Click the‘Help’ link onthe
MEGS toolbar. Print this‘Help’
section. Check the errors link

Enter Project Plan Q & A immediately after you save this page.
Information

[ save [ Clear | Delete |

From the ‘Application Menu’ WOLVERINE COMMUNITY SCHOOLS
. . . , PROJECT PLAN { & A
page, click the ‘Project Q&A ;

Instructions; Please indicate comnpliance with the Leqislative or State Board of Education-mandated standards and criteria for

I | n k un d er P rog ram the Michigan School Readiness Program, Chieck Yes to indicats that you are in compliance, If No, you must provide a brisf
. explanation and timeline for coming into compliance, For definitions, dick Help in the menu bar, Refer to the Michigan School
I nfo rm atl on. Readiness Program Implementation Manual for more detailed information.,
Question Yes If No, explanation/timeline

CO m plete the fo rm. Enrollment and Documentation r :_l
Once all entries have been 4
made have been made ’ CI |Ck Recruitment, identification, selection r :J
Save. H
Check the ‘errors’ link before e : -
continuing to the next page. i
. ] . Curticulurn model r :J
If desired, print a copy of this -
page : Daily routing r :_l
H




Program Information: Project Plan

Hint: Items may be created in aword processing

Enter Project Plan Information program (do NOT use tables, bullets, tabs, etc),
then copied and pasted into the abstract. For each

goal entered you must complete each section.

1. From the ‘Application Menu’

WOLYERINE COMMUNITY SCHOOLS

. . - ,
page, click the ‘Project Plan PROECT PLAN
i Instructions: This page is used to clearly define the program goals and abjectives (not the children's goals), Create a page for
I I n k u n d e r P rog ram each goal, Include activiies/tasks, staff respansibility, the strateqy used to measure the accomplishment of aniticipated
1 outcomes, and a timeling for completion, To add additional goals use the Add button, For an explanation and example of
I nfo rm atl O n - program goals, use the Help link in the menu bar,
2.  Fill in the blanks. To view an St
. c ’ .
example CIICk Help On the Goal Title I

MEGS toolbar.

Program Goal

3. Once all entries have been A
made have been made, click
‘Save.’

4. Click the ‘errors’ link on the [/
MEGS toolbar before Hhpmerivet .
continuing to the next page.

Fix any errors, then re-click
‘Save.’
5. If desired, print a copy of this :!
Activities/Tasks/ Staff
page. -




Program Information:

Community Advisory Committee

Enter Community Advisory
Committee Information

1. From the ‘Application
Menu’ page, click the
‘Community Advisory
Committee’ link under
Program Information.

Fill in the blanks.

3. Once all entries have been
made click ‘Save.’

4. If desired, print a copy of
this page.
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Hint: Error messages for the Community Advisory
Committee and Curriculum Committee screens are
connected. Complete both pages before checking
the “errors’ link for this page.

WOLYERINE COMMUNITY SCHOOLS
COMMUNITY ADYISORY COMMITTEE

Instructions: This chart should identify the members of the established advisory committee, the frequency of the committee
meetings, the total number of members on the committee, and the number of agencies represented.

Number of
Committee Members

Family Independence Agency (FIA)

Community Health Services

Dept, of Cansumer & Industry Services
Child Day Care Licensing

Head Start
Local Early Childhoad Programs
Community Coordinated Child Care (4C's)

Wichigan School Readingss Parents

HiNiniNinpuinin

Other {3pecify) I
TOTAL

Tentative Meeting Dates for this Fiscal Year




Program Information:
Curriculum Committee

Enter Curriculum Committee
Information

From the ‘Application Menu’
page, click the ‘Curriculum
Committee’ link under
Program Information.

Fill in the blanks.

Once all entries have been
made have been made, click
‘Save.’

Check the ‘errors’ link on the
MEGS toolbar. Fix any
errors, then re-click ‘Save.’

Print a copy of this page by
clicking the printer icon on
your browser’s toolbar.
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Hint: Click the‘Help’ link onthe
MEGS toolbar. Print this ‘Help’
section. Check the errorslink
immediately after you save this page.

WOLYERINE COMMUNITY SCHOOLS
CURRICULUM COMMITTEE

Instructions: Use this chart to provide information regarding the legislatively-mandated curriculum committes or subcommittee,
[dentify the total number of participants and the frequency (monthly, quarterly, etc) of the committes meetings,

SchoolfCommunity Members Mumber of Participants

Preschool Teachers

Head Start Teachers

Title I Preschonl Teachers
Kindergarten Teachers
First Grade Teachers
Curriculum Director
Farents

Principal

School psvehologist, school social workers, or
school counselor (if feasible)

L O OO O

Uther (specify) |
TOTAL

Tentative Meeting Dates far this Fiscal Tear
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Newly Revised
Public School Accounting Manual

e Web Site to download manual:
www.michigan.gov/mde
On the left click ‘Administrators.’
Then click ‘Money Matters.’
Find ‘Michigan Public School Accounting Manual’ in
the box on the lower right labeled ‘Resources & Related
Info.” Under ‘Table of Contents’ click ‘Appendix-
Definitions for Accounting Codes.’

e Function codes for expenditures begin on page 26
e ODbject code descriptions begin on page 36



Budget Summary

\ \ A
Budget Summary | Budget Detail| Capital Outlay | Add Budget ltem |

You will not enter budget
data on this screen.

quick Lins A Personnel) Add Other | Add Capial Cutlay

District Cade | Grat Nurber Priect Huritér CFDA Nuribier Priject Type | Starting Date Ending Dite | Fiscal Year

16100 LIE] ! /3072002 patif]

MI School Readiness Program Budget Summary for Walverine Community Schoals

From the ‘Application Menu’ | | o | 4 | o | on
page, click the ‘Budget’ link o o | e
under Budget Pages_ 0 [(oalructian - Basc Pagrams

Near the bottom of the page,
type in the name and phone
number of the business
representative and project
contact person.

To enter multiple budget items at
once, click the ‘Add Other’
under the ‘Quick Links.” The
‘Quick Links’ are immediately
under the tabbed headings
‘Budget Summary,’ ‘Budget
Detail,’” ‘Capital Outlay,’ and
‘Add Budget Item.’

To add an individual budget

item, click the ‘Add Budget
Item’ tab.
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Add Budget Item

To add a Budget Item:

From the ‘Application Menu’ page, click
the ‘Budget’ link under Budget Pages.

On the ‘Budget Summary’ page, click
the tab ‘Add Budget Item.’

Click and select a function code from the
down arrow under ‘Select the
appropriate Function Code for this
budget item.’

Enter a dollar amount in the object class
section.

Personnel MUST have both ‘Salaries’
AND ‘Benefits.” Benefits can be zero but
cannot be left blank! This is the only
time you can use two object classes for
one budget item. If this is a salary item,
you must enter either the FTE or hours.
- There is a 10 percent cap on
administration. See help for further
information.

Please indicate if the item represents
local agency share. If so, it will show in
the budget detail but will NOT show in
the budget summary.
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Hint: Click the‘Help’ link on the
MEGS toolbar. Print this‘Help’ section.
Check the errors link frequently when
adding budget items.

( Budget summry | Budget Detal | CapitalOutay | Add Budgetltem

Quick Linke: Add Personnel | Add Other | Add Capital Outlay

Digtrict Cade Grant Hurtber Project Numitser CFOA Nuritser Project Type Starting Date Ending Dite Figcal Yeur

16100 HiA ? Regular 83072002 i3

MI School Readiness Program Budget Item for Wolverine Community Schools

Select the appropriate Function Code Indicate if budget item represents

for this budget item

| [ |

local agency share.

—3

Provide a specific description of this budget item:
| '

Enter the dallar amount assaciated with the budget item, Enter an amaount in anly one hax unless the item is Personnel, Personnel must

Puictiazad Services (1000,

Galaries [1000) Bieneils [2000) Fliii}

g d | | g |

Supples & Maleials (SUBD)  Capilal Cully (OO0} Clher Expenses 7000, BODO)

1f Salaries, enter the FTE;

FFEI_— Huursr__

1f Capital Dutlay, provide the number of item(s) accounted for in the total amount and a justification for their purchase:
Quantity

Tustification

‘ B




Budget Detall

You will not enter budget
data on this screen.

From the ‘Application Menu’
page, click the ‘Budget’ link
under Budget Pages.

Once you have added Budget
Items, they will appear on this
screen.

To add an individual budget
item, click the ‘Add Budget
Item’ tab.

To enter multiple budget items
at once, click the ‘Add Other’
under the ‘Quick Links.” The
‘Quick Links’ are immediately
under the tabbed headings
‘Budget Summary,’ ‘Budget
Detail,” ‘Capital Outlay,’ and
‘Add Budget Item.’

Instructions:

v This page lists all of the tems includzd in the Budget Summary for the agency whose name is listed below in the tab menu bar,
v To add & budget itsm, dlick the Add Budget Item tab or buttan,

» T et ordelefe o udyet tem,dick the underned dscritn ofthe e

| Budget Summary \ Budget Detail | Capital Outlay | had Budget Itcmi

Quick Links: Aidd Personnel | Add Other) Add Capital Qutlay

MI SCHODL READINESS PROGRAM BUDGET DETAIL
FOR WOLYERINE COMMUNITY SCHOOLS:

Grant Budget Items

Talal Wl i

No budget items available

Local Agency Share Items

Talal Wil i

No budget items available
[nuact (ot Rals D "WResticled Rate (Mar alowed:152) {0 {0
Microsoft VB Scrpt runline emor 20060004

Tyae mismatch FonmatCurmency’
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Capital Outlay

Capital Outlay Ao e Al o B g

ML SCHOOL READINESS PROGRAN

From the ‘Application Menu’
CAPITAL OUTLAY

page, click the ‘Budget’ link

under Budget Pages. e " |
Tnsructons hispage ey he it f Cant iy tems i uscations o s o, T e Catal Ot e
il

Capital outlay must total $5,000 iy byt Dzl ok el con f e gt en

or more.
You must complete the Budge Summry ﬁudgﬁm@tailltapllﬂl[luﬂav Addﬂudqntllamh
justification section for capital .
outlay. ik it A0E Pl 0 Cter A ot Oty

CanitalOutlay i not avalable orthe selected hgency / Funding Soues combinaton,

VEWBUOGETSUMMRY | VIEWBUDGETOETAL | VECAPTAL LAY
AD0 BUOGE e

60
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Submission of the Application

Hint: BEFORE you contact the authorized official
to submit the application, check the “errors’ link
one more time to confirm there are no errors. All
errors must be resolved before the application can
be submitted.

To Submit an Application:

1.

2.
3.

10.

After the fiscal agent’s Authorized Official is notified that the application is
complete, the application can be submitted.

Only a fiscal agent authorized official can submit the application.

To do this from the ‘Application Menu’ page, the authorized official will click the
‘Submit Application’ button.

If there are any errors, a page will prompt the Authorized Official to make the
necessary corrections.

After all errors are corrected, return to the ‘Application Menu’ and click the
‘Submit Application.’

The next page will present conditions that must be agreed upon when submitting
the application.

After reading and agreeing with conditions, click the ‘1 Agree’ button to continue.

The user will see a confirmation page. Please print this page to keep as a record of
the submission of the application.

E-mail notification indicating MDE’s receipt of the application will go to the main
contact. It will also go to the Superintendent/Director (if his/her e-mail address
has been entered into MEGS).

Once submitted, an application can only be changed by contacting your consultant
and requesting that the application be returned to you for modification.
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Application Status Levels

Application Status L evels - To keep track of
applications within MEGS, a status level is

applied to the application at every step. There LR L)

Application #2003-502 Wolverine Community Schools Status: Pre-Application Submitted

are two distinct status categories, Applicant Side  |gant: s T
and Congjltant Sde The Appl |Cant Sde status '_(.Zomqrehensive CDmmuniF_\; Needs and Resources Assessment _\;Authoriée.d I.C)f.ﬂcial r
|evds are g|Ven to the app“can on |f the app“cant TR .I...”""i"':'""" s e

must perform actions such as addition or

deletion of data. The Consultant side status

levels dlow for the MDE consultants to view the

data, score and comment on the application, and

then award funding.

Applicant Status L evels Consultant Status Levels

* Application In Progress « Review In Progress

* Application Submitted » Modifications Required

» Modifications In Progress * Program Office Review Complete

» Modifications Submitted * Amendment Required

« Application Review Complete * Amendment Review in Progress

« Amendment In Progress * Modifications Required (if amendment not accepted)
» Amendment Submitted
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Comments
Consultant Checklist : . ;.
.. . . . CHEA (MSRP Ztate 41d Pre-App
After Sl.!bm_ISSIOI"I of _the application in Applicant: Wolverine Community Schoals
MEGS, it will be reviewed by MDE Application #: 2003-502
consultants. During the review Liser: Ne_conrie Bobinson

process, MDE consultants make : Hibehikes LugnIy
comments in MEGS checklists. These
comments can be viewed by the
applicant. Once comments are
entered in the checklist, a link in the
MEGS header will appear called ‘View
Comments.” This link will display a
popup window that will show all
comments entered by the consultant.

7 Audit Comments

Thiz iz where general comrmeants
would be rmade,

View Comments:

1. An applicant can view comments made to
him/her from a consultant by clicking the ‘View
Comments’ link in the header toolbar.

2. A separate window opens up to the right of the
browser window and allows the applicant to
view comments for that page.

3. Comments are unique to the page being
viewed.
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Modifications Process

Modifying the Application

e When the application status is
‘Modifications Required,’ a
‘Modify Application’ button
shows next to the application on
the Main Menu page.

e Level 4’s (application
administrators) and
5’s (authorized officials) can click
‘Modify Application’ to begin
updating the application. This
action changes the status to
‘Modifications in Progress.’

e Changes made to the application
are shown by clicking the link

‘Modifications Summary.’

e Level 5’s (authorized officials) can
submit the modified application by
clicking the ‘Submit Modified
Application’ button on the
‘Application Menu.’

CNRA (MSRP State Aid Pre-App)

Application # 2003-502 Wolverine Community Schools Status: Modifications Required
Glrlelmts l ‘Access Level Grante] By
Comprehensive Community Needs and Resources Assessment buthorized Official |

| VIEW APPLICATION | DELETE APPLCAT -,r.r| MoDiFy appLicAToN | Jhzio apeLicarion |J

Hint: If the Modify Application buttonis
grayed out, click the View Application link.
The programmers are aware of thisissue and
it will be addressed in the next phase of
MEGS changes. — Only the authorized official
can re-submit amodified application.

MAMNAGEMEMNT ACTIVITIES

. giue F'EIIIEI|E Access to this Application

+« Modifications Summary
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Questions

Please look for answers in this order:

1. Click ‘Help’ on the Header Toolbar. Each page in MEGS has specific
help designed for that page. All help screens relating to program
information were created by Early Childhood and Parenting Programs
staff.

2. Questions regarding downloading of software or software settings
should be referred to the Michigan Department of Education (MDE) Help
Desk via e-mail at help-desk@michigan.gov or call the Help Desk at
(517) 335-0505. If you have forgotten your MEGS password, you will
need to contact the Help Desk.

3. Program related questions should be referred to your MDE Early
Childhood & Parenting Programs’ consultant. Consultants can be
reached at (517) 373-8483.



